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[bookmark: _Toc176951896][bookmark: _Toc504010738]Overview
User Acceptance Test (UAT) Release #8 cycle 1, has been deployed to the SIU UAT environment. There are new security constraints for this environment. When you follow the link to the UAT environment, the system will route the user to the State of Illinois Login.  After a successful login, the user will be returned to the UAT environment where IWDS-2.0 is running. 
When the user is returned to the UAT environment, there will be NO security role permission constraints to access the application at this time.  Security permissions will be deployed at a later date.
It is still important to not enter any personal identifiable information (PII).  
[bookmark: _Toc1782924745]Purpose
The purpose of Release #8 cycle 1 is to review the Entity Management and ETPL training program upgrades that resulted from Release #6, cycle 1 feedback. Items in Release #6 cycle 1, UAT feedback notebook that had issue numbers assigned, have been developed for this release.
[bookmark: _Toc176951897][bookmark: _Toc1500634043]UAT Release 8 – Cycle 1 Expectations & Homework
Homework Areas - For this week, your UAT tasks will focus on the following key areas listed below. More information on these areas can be found in the next section of this document. 
· Entity Management 
· Listing page location expansion
· Unique naming
· Contacts new attributes for receiving notifications
· Contacts required email address
· Change “Corporate” location” to “Main” location
· Return to list after entity view
· Entity Management Location
· Entity Functions fix
· Address verification fix
· Do not allow duplicates names
· Relationship Management (Mass updates)
· Training Plan
· Documents for an entity show up in documents tab
· Cost page dollar signs and information about entering 0
· Smaller Note Popup
· Add End Date to the training tab grid
· Enhance CIP code and ONET code searches
· Only RAP programs do not have cost pages
· Information (missing items) section moved to top of each page
· Outcomes page upgrades
· Offerings page upgrades
· Performance page upgrades
· Information Bubbles
· Review List Upgrades
· CIP Code usability upgrade on Program of Study page
· Review and Submit page
Due Date - Please complete your testing in these areas and submit your feedback by Friday, Nov 14th. 
This will give us an opportunity to address any issues prior to our November 19th usability study.
Access to UAT Environment – To access the UAT environment in your browser, follow the link provided here. https://testapps.illinoisworknet.com/iwdst-Preview 
Reporting Issues- Please document any issues, bugs, or enhancement requests you identify in our shared notebook - UAT Reporting Notebook . The main purpose of using a shared notebook is for collaboration between members of the UAT team and Business Analysts.  This will cut down on duplicate issues being reported. 
· When logging your entries:
· You should document this information as you are completing your UAT work. 
· The first page of the notebook is labeled as Example Issue Reporting. Please refer to that page to get an idea of how you can report an issue. 
· In the notebook, you will find a section labeled Release 8 – Cycle 1.  The section is divided into several pages; each page is specific to the pages of the training plan. Ensure that each item is tracked under the correct category for the cycle and feature set you are providing feedback on.
· Be concise but detailed.
· If multiple issues arise in one area, log each one separately for clarity.
· Please add your name/initials to your entry.

· If you have issues accessing the OneNote notebook - Please contact one of the Business Analysts (BA) on the team.  The business analysts are:  
· Olivia Miller - olivia.miller@siu.edu 
· Lynette Tritz - lynette.tritz@siu.edu 
· Al Menke – al.menke@siu.edu 

 Expectations for UAT - As you test these areas, please keep in mind the following best practices:
· Test Thoroughly: Ensure that you navigate through all functions and features within these areas. Pay attention to any discrepancies between expected and actual results.

· Detail-Oriented: When reporting issues, provide as much context as possible, including:
· Steps to reproduce the issue
· Screenshots or recordings, if possible
· Browser or device used during testing
· Actual outcome vs. Expected outcome

· Feedback Categories – The SIU team will categorize your findings into three (3) possible classifications.
· Bugs - When the system does not perform as expected, and the system is not performing according to the requirements, then a bug will be reported, tracked, fixed, and retested.  
· Issues - If the system is performing according to the requirements, but the user feels that the requirement was not captured correctly or now the user feels like the requirement is just not working as expected, then this is recorded as an issue.  Issues are tracked and prioritized for change. 
· Enhancements- Once we are in UAT and the users recognize an area that could be improved, then this will be also logged as an issue and tagged as an enhancement. 

Best Practices for Effective UAT
· Think like the end user: Approach your testing from the perspective of someone unfamiliar with the system. This will help you identify usability issues and areas for improvement. Your persona in cycle 6 is as a Provider User first, then as an LWIA ETPL Coordinator user.

· Be specific and thorough: The more specific your feedback, the easier it will be to address. Include specific steps, expected outcomes, and actual results.

· Provide context: Always give context for your feedback. For instance, explain why an enhancement would improve the user experience or system performance.

By following these guidelines and providing detailed feedback, you’re helping to ensure the final product meets user expectations and performs as intended.

[bookmark: _Toc1088528179]Step-by-Step Guide
The following step-by-step guide will lead you through all upgrades and fixes.  Notice the areas marked in red that indicate where an upgrade or fix is found.

[bookmark: _Toc22528205]Steps to Access the (New) Entity Relationship Management Landing Page
Use the top banner menu bar to locate the Management Tools menu item.
Select the Manage Provider Relationships menu item.
The Manage Provider Relationships landing page will appear. 
This is a new menu item and page.

[bookmark: _Toc628541550]Steps to View the (New) Provider Relationship Management Page
1. Now that the Provider Relationship Management page is displayed, notice the two panel layout with the Search panel on the left and the Provider Relationship listing on the right.  The list search panel is the same as the entity management search panel.  The listing grid shows only Entity (provider) Locations that have active relationships.

Select the down caret at the lelft of the Name field in the list.
The provider location row will expand and show the relationships.

[bookmark: _Toc923644568]Steps to Edit the Provider Relationships (New)
1. After selecting the down caret for one of the provider location rows, the active relationships are displayed in a smaller table in the expansion.
Select the Edit button at the bottom right of the expansion area.
A relationship edit popup will display.
Select one or more of the checkboxes at the left of the relationships in the grid at the bottom.
The End Date will be enabled.
Edit the End Date field.
Select the Save button.
When the save button is used, the system will update the relationship end dates for all checked relationships and keep the popup open.
Select a checkbox on one of the relationship rows.
Edit the End Date field again.
Select the Save & Exit button.  
The system will change the date and close the popup.  Then you will see the changes in the expanded provider location in the list.


[bookmark: _Toc1941397992]Steps to Access the Entity Management Landing Page
1. Navigate to the Entity Management page. Use the top banner menu bar to locate the Management Tools menu item
Select the Entity Management menu item.
The Entity Management Landing page with a search filter on the left and the entity listing grid on the right is displayed.
In the list on the right, you will see the new format with the location expansion (using caret).

[bookmark: _Toc1912601650]Steps to Add an Entity
Select the Add Entity button.
The Duplicate Entity Check management search window will be displayed.
In the Name field, enter a provider’s name and select the Search for Existing Entity button.
There should not be any entities in the list at the bottom.  
Select the Add Entity button.
The Add Entity page will display the top entity section, a Location section, and a Contact section.  You must enter the first main location and one contact to create a new entity.
Complete all fields on the Add Entity page. Enter an entity name that you know exists in the system prior to saving. The system will give you an error indicating it is a duplicate.
Select the Add Entity button at the bottom of the page.
The address confirmation will be displayed.  When the address is in Illinois and can be confirmed, then the address suggestion will appear below the address entered.  The suggested address can be selected, or the original entry can be selected. Select the Continue button if this is the case.
If the address confirmation process could not find an address that closely matched the entry, then the popup will display.  The address entered could not be confirmed. If this is the case, then press the Continue Anyway button or Cancel button and fix the address.
Once a successful save has been completed, the system will return to the Entity Details view.

[bookmark: _Ref213227195][bookmark: _Toc1948788036]Finding and Entity in the Entity List Page and Viewing Details
1. Select the Back to Entity List button at the top left of the Entity Details Page.  If you don’t see a Back to Entity List button then go to the top bar menu, select the Management Tools main menu item and then select the Entity Management item.
The system will route back to the Entity Management landing page.
The Search panel shows the left panel, and the Entity Listing grid is displayed on the right.
Enter part of the entity name that was just added to the system in the Name or Location field of the Search panel and select the Search button.
The list will reload with any entity name, entity location name, or part of a location address, that contains the word entered in the search panel.
Select the Name link in the row that matches the new entity just entered.
This will be routed to the Entity Details page.

[bookmark: _Toc696906229]Viewing the Location
1. Once at the Entity Details page, the Locations section appears in the middle of the screen, below the General Information section.
There should be at least one location in the grid.
The Locations section will have an underline under the location name. This is a link to view the details of the location.  Select the Location name link.
The system will route to the Location details page.
View all the details on the page.
At the left of the page is the Navigation panel with links.  Select the Relationships link. 
This will scroll the right panel until the Relationships section is in view.
Select the General Information link.
This will scroll the right panel back up to the General Information section.

[bookmark: _Toc653933484]Editing the Location
1. Several fields in the location will not have been set when the initial location was added.  Only the required fields were set.  
Select the Edit button at the top right of the Location details page.
The system will change to edit mode.
In edit mode, change any of the fields.  Some fields may be below the view, and you will need to scroll down to those fields. 
In the Hours of Operation section, Select the Sunday checkbox.  Next to the Sunday checkbox is the Open 24 Hours toggle.  Select the toggles.
The Open/Close time will be removed, and a message indicating Open 24 Hours will display.
Scroll down to the Entity Functions section drop-down.
Select the down caret on the right side of the selection field.
The available entity functions will be shown in the drop-down. This is a multi-select field.  Select two (2) or more of the functions from the list.  Select the down caret again and the list should close.  Once the list is closed, it will say that (n Items Selected).
The Social Services selection drop-down field works the same way.  However, this field is a categorized list.  If the category is selected, then all services within that category are selected.
After utilizing the Location Edit page, select the Save button. 
If the address section has been changed, then the address will be validated again.  If the address was not changed, then the edits should be saved.

[bookmark: _Toc823222546]Adding Another Location
Select the Back to Entity button at the top left of the Location details page.  If the Back to Entity button is not at the top left of the page, then use the steps in the section above labeled, Finding and Entity in the Entity List Page and Viewing Details
Scroll to the Locations section.
Select the Add Location button just above the locations listing grid.
Complete all required and optional fields on the Add Location page and select the Save button. 
Change the name field to a location that is already in the system.  The system will give you an error message.
The system will validate the address entered.  Either select the suggested address or continue anyway.
The system will route to the Location Details page after a successful save.

[bookmark: _Toc535227311]Adding a Contact to a Location
On the Location Details page, find the contacts section. 
Scroll to the Contacts section.
Select the Add Contact button.
The system will route to the Add Contact page.
Complete the required fields.
Select the Add Contact button at the bottom of the page.
The system will validate the address.  Select the Continue or Continue Anyway button.
The system will route back to the Location Details page.
Scroll to the Contacts section.
You will see two (2) contact rows.

[bookmark: _Toc1030716290]Adding Training Programs
The next part of the UAT cycle is to review the changes made to the training program pages.  Change areas and functionality are noted in red.

[bookmark: _Toc92269909]Training Program (Program of Study page)
Access the Entity Details page. See Finding and Entity in the Entity List Page and Viewing Details
Select the Training Programs tab at the top of the page.
Notice the changes in the training programs listing grid.
Select the Add Training Program button.
The system will route to the Add Training Program page. This page has a navigation bar on the left and a content section at the right.  The navigation bar is disabled until the Program of Study page is completed.
Enter the Program Name, Program Description, Website address, and Year the program was established.
Notice the start and end dates are now displayed. These do not need to be entered.
In the center of the page is a radio selection with three (3) choices.  The text above the choices is Select one of the following descriptions that apply to this program.  If your test is for a registered apprenticeship program, then select the first button.  If your test is for a pre-apprenticeship program, then select the second button.  If it is neither, then select the third button.
Notice the info bubbles. There are (i) icons throughout the training program.  When you hover your mouse over the icon, a popup will appear with text.  Please review the text.
Select the toggle to yes for the question and when this program is active, it will be on the Eligible Training Provider List (ETPL).
Enter a valid CIP code in the CIP code text field and select the Search CIP Codes button.  If the entry is correct, then the code and the description will appear under the entry field.  If it is not correct, then the CIP code search popup will display. 
The CIP code section has been changed.
The next and final field of the Program of Study page is the Location section(s).  Select the checkbox next to all locations where the program will be provided. 
Select the Next button.
The system will save the program, and all navigation links will be available.  
The next page will display the Registered Apprenticeship page if the program description selection in step #5 was Registered Apprenticeship.  
The next page will display the Pre-Apprenticeship page if the program description selection in step #5 was Pre-Apprenticeship.
The next page will display the Program Outcomes page if the program description selection in step #5 was Neither. 

[bookmark: _Toc1950422433]Adding Training Program (Registered Apprenticeship)
If the Registered Apprenticeship selection was checked on the Program of Study page, then the system will route to the Registered Apprenticeship page.  Notice no cost page is present for RAP programs.
1. Enter the RAPIDS Id, Number of Apprenticeships in the United States and Number of Active Apprenticeships in Illinois. 
Select the Registered Apprenticeship Type selection dropdown field.
The options will be Time, Competency, or Hybrid.  These are indications on how the program measures the student’s completion. Select the option that fits your program.
Locate and select the Add Standards Document button.
Browse for a file and upload the file using the document upload popup.  The popup will close after upload.
Locate and select the Add Worksite button.
A popup will display to add the worksite location.  Enter all required fields and save the location.
Enter the Program Cost.
Select the Next button. The system will route to the Program Outcomes page.

[bookmark: _Toc1162699627]Adding Training Program (Pre-Apprenticeship)
If the Pre-Apprenticeship selection was checked on the Program of Study page, then the system will route to the Pre-Apprenticeship page after entering and saving the program of study information.  
Select each required toggle. 
Enter text into the Training and curriculum text area.
Enter text into the Hands-on activities text area.
Enter text into the Offer credential opportunities text area.
Enter text into the Directly partner text area.
Select the Next button. The system will route to the Program Cost Page.

[bookmark: _Toc289991238]Adding Training Program (Program Outcomes)
At this time, the system should display the Program Outcomes page.  
Notice all changes to the outcomes page.
Select the Add Outcome button.
A popup will open to add the outcome.
Complete the Add Program Outcome popup and select the Save button.
The system will close the popup and show the new outcome in the outcomes grid.
Select the next two toggle fields
Select the Next button. The system will route to the Program Costs page if this is NOT a Registered Apprenticeship program.

[bookmark: _Toc573305670]Adding Training Program (Program Costs)
If the Program Costs page is not displayed, then select the navigation link on the left for Program Costs. 
Notice the changes to the cost page.
Enter dollar numbers for Tuition, Books, Fees, Tests, and other fields.
Each of these fields must have an entry of either a positive number or a zero.  If a number greater than zero is entered into the Other Expenses field, then you must enter a description in the corresponding field to the right.
Enter text into the Describe in detail the procedures for purchase text area.
Select one or more of the Types of financial assistance available checkboxes.
Enter text into the What are the program or class cancellation and refund policies text area.
Select the Next button.
The system will save the costs data and route to the Instructional Hours page.

[bookmark: _Toc598096980]Adding Training Program (Instructional Hours)
If the Instructional Hours page is not displayed, then select the navigation link at the left for Instructional Hours. 
Select either the Yes, it is a credit hour program or, No, it is a clock/contact hour-based program from the two (2) selection radio button list.
If the credit hour program is selected, then enter the number of credit hours to complete the program and enter the total hours of instruction/classroom/lab time.
If the clock/contact hour-based program is selected, then enter the number of clock/contact hours per week that are expected and enter the number of weeks to complete the program.
Select the Next button.
The system will save the instructional hours data and route to the Entry Level Requirements page.

[bookmark: _Toc446157228]Adding Training Program (Entry Level Requirements)
If the Entry Level Requirements page is not displayed, then select the navigation link at the left for Entry Level Requirements. Notice all changes to the Enty Level Requirements page.
Select the appropriate answer for Are there any educational entry-level requirements for the Program of Study? 
Select one of more checkboxes for the question Are there skill levels required for entry into the Program of Study? 
If any checkboxes are checked, then the text field next to the specific skill must have an entry.
Select any of the checkboxes under the question Are there physical exams or other requirements.
If the Other is checked, then there must be text in the specification text field.
Enter text into the last text area on the page.
Select the Next button.
The system will save the entry level requirements data and route to the Program Offerings page.

[bookmark: _Toc1073059291]Adding Training Program (Program Offerings)
If the Program Offerings page is not displayed, then select the navigation link on the left for Program Offerings. 
Notice all changes to the program offerings page.
Select the appropriate answer for What is the Program of Study format? 
Select one of more checkboxes for the question Provide additional information regarding program offerings? 
If Non-English Instruction or Other checkboxes are checked, then the corresponding text fields must have entries.
Select the Next button.
The system will save the entry level requirements data and route to the O*NET Codes page.

[bookmark: _Toc1558440963]Adding Training Program (O*NET Codes)
If the O*NET Codes page is not displayed, then select the navigation link at the left for O*NET Codes. 
Select the Search O*Net Codes button.
The O*NET codes search popup will display.  At the top is a section showing the codes selected.  At the bottom is the search/browse codes section. Notice all changes in the O*Net Codes popup.
Expand the code levels and select three (3) or more codes. 
Select the Save button.
The system will save the codes, close the popup, and show the codes in the grid on the page.
Select the Next button.
The system will save the entry level requirements data and route to the Program Performance page.

[bookmark: _Toc682476058]Adding Training Program (Program Performance)
If the Program Performance page is not displayed, then select the navigation link at the left for the Program Performance Page. 
Select the toggle button at the top of the page.  When toggled to Yes, then a four (4) year grid for four (4) performance indicators will be displayed. Notice the changes in the performance grid.
Enter a number or 0 in each of the fields. 
Select the Next button.
The system will save the entry level requirements data and route to the Assurances & Certifications page.

[bookmark: _Toc2052810845]Adding Training Program (Assurances & Certifications)
If the Assurances & Certifications page is not displayed, then select the navigation link at the left for the Assurances & Certifications Page. 
Select the toggle button at the top of the page for the question, Is the facility and programs accessible to all people with disability?
Select the toggle button under the question, Does the training provider assure that it will comply with all non-discrimination and equal opportunity provisions of the laws listed below. 
Select the toggle button under the question, Does the provider acknowledge they will fully comply with the following additional provisions?
Select the Next button. The system will save the entry level requirements data and route to the Review & Submit page.

[bookmark: _Toc287365019]Adding Training Program (Review & Submit)
If the Review & Submit page is not displayed, then select the navigation link at the left for Review & Submit Page. 
Enter your name in the text field. (it must match the name below the field).
Notice the name under the field matches the current signed-in user, and the system validates the text entry.
Select the Submit button.
The system will save the entry level requirements data and route to the Training Details page.
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